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Eirst Weegk
Moaday, 1 November
Opsanizing
085 = 0930 Introduction to Course
0930 = 1045 Lecture: Orgmnisation Principles and the Agency
l0ks - 1130 Reading on topic “Formal Qrggniz.a’aion"
1130 - 1240 Project assigamsmt
1140 - 1230 Lectures The First-Lime Supervisor as a Manager
Tuesdsy, 2 Hovember
| | Or contimmed
0830 = 0915 Lesture: Informal Organisaticm
0915 - 1015 Resding em topie "Infermal Organization®
1015 = 2115 Disgunaions 25X1.
| Dijrecting
1125 - 1145 Lecture: Divecting in ths Job of %he Firat-Line
Supervisor

5 - 1230 Discussiont Pemny the Cressword Puzzler




|

Y Y
Approved For Reléase 2005/07/12 : CIA-RDP78-03930A000100010040-5

Wednesday, 3 November

Directing
) 0830 = 0845 Discussion of Project
0845 - G945 Reading on tepic "The Individual®
0955 = 1040 Discussion: Case of Jane the Floating Typist
1040 = 1140 Discussion: Problems in Getting ﬁbrk Done

through People

1150 - 1230 Reading on topic "The Individual," with particular
reference to training responsibilities of the
supervisor v
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Thursday, L4 Nevember ’ . _

Directing {continued)
0830 - 0930 Discuesion: Tra;ning Problens
0930 - 1015 Reading on topic "The Team"
1015 - 1100 Case: , 25X1
1130 = 1230 Movie: "MAll I HNeed is.a Cenference"

Friday, 5 Hovember

Directing (continued)

0830 - 0920} Lesture: Group Needs and Leadership

093G - 1045 Self-Analysis Quiz
1045 = 1130 Written assignment and reading

1130 - 1230 Review session
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8 November
Communication and Ccordination
0830 = 0915 Case: 25X1
6925 - 1025 Lecture: Commnication and Coordination
1025 - 1130 Reading on topics "Commnication" and
"Responsibilities Upward"
1130 - 1230 Lecture: The First-Line Supervisor's
Responsibilities Upward
9 November
Planning
0630 = 0915 Lecture: Planning in the Job of the First-Line
~ Supervisor
0920 - 1030 Reading on topics "Planning” znd "Controlling"
1030 - 1045 Evaluation of first week's reading
Agsigmment on "Planning"
1045 - 1130 Case:t Rosemary |

1130 - 1230 Lecture: GCase Study of a Plen
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10 November

0830 - 0900
0900 = 0945
0945 - 1030

11030 - 1130

1140 - 1230

12 Nevember

0830 - 0845
0845 = 05L5
1000 = 1100
1110 - 1200
1200 - 1230

15 Hovembsr

083C - 0845
082:,5 = 1000
1010 - 1100

1100 = 1230

Controlling
Introduction %o Controlling

Lacture: Control Problems and Situations

" Reading on topice "Planning” and "Controlling”

Lecture: The Tools of Gontrol--Perscanel

Group Discussicn: Control Aspects of Four
Personnel Problems

Controlling (Continued)

Discussion of pepers on *Planning"

Case: Affable Mlike

Lecture: The Tools of Comtrol-<Methods and Work Flow
Cases: A Check on the First-Iine Supervisor

Group Discussion: Repetitive Problems

Centrolling (Continued)

Analysis of Second Week's Reading

Case: ' 25X1

Turn in material

F(k’oup discussiocn: Advancing Supervision




:

Honday, 6 December

ORGANLZING

0845 - 0930
0930 - 1015

1025 - 1130
1130 = 1230

Tuesday, 7 Decémber

Approved For R‘erl,ease 2005/07/12 : CIA-RDP78-03930A000100010040-5

SCHEDULE FOR BASIC SUPERVISION COURSE #3

First Week

Intreduction to Course

Lecture: What the First-Line Supervisor Needs
%o Know about Organization

Reading on topic "Formal Organizetion®”

Lectures The First-Line Supervisor in the
Management Picture

CRGANIZING (continuec)

0830 - 0930
10910 = 1030
1030 - 1120

DIRECTING

1120 - 1130
1130 - 1200
1200 - 1230

Lecture: Informal Qz'ganiza.tion
Reading on topic "Informal Orgenization" | ;

Discussion: Penny the Crossword Puzzler

Introducticn to Directing
Reading on topic "The Individual® =

Discussion: Case
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Wedneaday, 8 December

DIRECTING (continued)

0830 = 0930 Reading on topic of "The Individual™
0940 - 1045 Case: 25X1
1055 = 1230 Group discussion: Problems in Getting Work

Done Through People
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Thursday, 9 December

Directing (continued)

0820 - 0920 Case: | 25X1
0930 = 1030 Group Discussion: Training

1045 - 1110 Reading on topic of "The Team"

1110 ~ 1230 Movie: A1l I Heed is a Conference

Friday, 10 Docember

0830 - 0945 Self-Analysie Quis
0950 -~ 1045 Lecture: Group Neede and leadership
1100 - 1145 Casa: . 25X1

10,5 - 1230 Review Session
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Second Week

Monday, 13 December
COMMUNICATING AND COORDINATING

0830 - 0930 Lecture: Communication and Coordination

0940 - 1030 Reading on topics of "Ccmmnnication" and
"Coordination”

1030 - 1115 Lecture: The First=Line Supervisor's

‘ Reeponsibilities Upward
1125 - 1230 Group discussion: Boss Relations

Tuesday, 1l December ' g

PLANNING

0830 - 0850 Written assigrment
0850 - 0950 Lecture: Planning in the Job of the

. FirstaLine Supervisor
1000 - 1045 Reading on tOpica of "Responaibilities Upward"

and "Planning"

1045 - 1135 Case: 25X1
1135 - 1230 . Lecture: Case Study of a Plan
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Wednesday, 15 Decembar

CONTROLLING
0830 = 0900 Leeture: Conirelling in the Job of the Firste
Line Superviscr
0900 = 31000 Case: 25X1
1016 - 1300 Reading on teopic "Contralling®

1160 = 1230 - Case: Resigning I.0.
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26 August 195k

HEMGRAYDU?! FlR: Treining Lisiscn Officars (for disiribution)

SUBJECT 3 Schedoule for Menagement Coaraes

1. 3Basic Maragement. This course, formerly designated Hanagement
Gourse 3, wes first presemted in January of this year. Basic PYanagement
leals +1%h mabagement responuibilities a% the Branch Chief levei. I is
i forkty hour course coverding 10 seszlonn, 0830 = 1230 daily, with a
waxlmam ewroklrern’ of twenbty. It will dbe presested ag followss

#& 20 Septembarr ~ 1 October  Orades oiigiblos GS 13, ik, 15
#9 18 Osteber - 29 Ostsber Grades eligibles CS 11, 12, 13
#10 19 Hovembar < 3 Decmmber  Grades eligibles GS 12, 13, 14

2c gaﬁicSaricmo Tha firet presazitation of & new managemen®
s #10H, will cowmence L Owbaber,

- 4. It iz desigaed p.rimrﬂy for individualz in all corponents

of the Agenvy, Grades 5 = 12, whocs job requiremente ipslude,

- C in sdditicn o their c:c‘:zex work; supervisery acgtivity. Alzo
eligiblis for the course ars (2) ihose not now responsible
fozr suparvialen but slated for such in the pear fuburs, and
{t) maders of stallfs and adminlstrative zupport groups who
reguire scma knovledgo of mansgemant principles for effegtiva-
neps on ths job.

b, Baale Sapervislon is x forty bour course presented each
mozning L0830 - 1230) Lox a twu-weoak period. A specified
~amcunt of reading cuteide class bours will be required,

8o Pavdicular ewmphasis 1n the cousrse will be given o
directiag, conmpicating, and coentrolling as thoy may ba
grplied o firsl-lins supervisory problexs snd responsi-
bilities, The course will be developed through lsclures,
rezding, &l discussicn of casss,

d. Class glzz w11l be limited w 18, An efferd will be mede o
greaed the sarellment awong all interested Gffices,

6, TOP SEGRET nlieerance 18 reguired.

e . CORFIOENTIAL
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f. Basic Supervision is scheduled fer three presentations
this fall:

#1 b Octsber - 15 Osteber Grzdes eligible: G5 7, 8, 9
#2 1 November - 15 November  Grades eligibles G5 5, 6, 7
#3 6 Docember - 17 December Grades eligible: GS 10, 11, 12

8. Inquiries coneerning the course should be direscted to
designated Training Officers in the Officesm, Staffs, and
Divisions. Training requssts should be forwarded through
ths usual adminiatrative chemnels and should reach the
Registrar, OTR, before 170C hours the Mondsy preceding
saamencement of the ccurse. Further irnquiries from Train-
ing Liaison Officers concerning the Basic Supsrvision
Courge should be dirscted tol Rxtension 25X1A

X1

3. FPlease note that these twe courses are designed for different
groups cof supervisors and are nobt to be taken in sequence, Basls Marage-
ment 13 concernod with the problems of CIA management at approximately
the Branch Chief level. Basie Supervision is concerned chiefly with
prebliems of supervision at the first line or working level,

25X1A

\ MATTEEW BAIRD
Director of Training

CONFIDENT YAL
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SCHEDULE FOR BASIC SUPERVISION COURSE #
17-28 Jamuary 1955

First Heek

Menday, 17 Jamary
084S « 0930 Introduction to Course
0930 = 1025 Lecture: Formal Organization
1035 = 1130 Reading (Formal Organisation)

1130 - 1230 Lecture: The First Line Swpervisor in the Managemart
, - Pleture ‘

Tueaday, 18 January
0830 -~ 0930 Lecture: Informal Organization
0940 - 1030 Reading (Informal brganization)
5X1 1640 - 1130
DIRECTING

1140 « 115 Introduction to Directing
145 - 1230 Reading (Directing the Individual)
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Wednesday, 19 January
DIRECTING (continued)

0830 - 0845 Comments on Assigned Papers

0845 - 0945 Discussion: Jane the Floating Typist

0955 -« 1045 Reading (Finish Informal Organization and
Directing the Individual; if you have
time, start the next section, Direeting
the Team)

1055 = 1230 Analysis of Typical Problems of Supervision

Thixrsday » 20 January

DIRECTING (continued)

0830 - 0935 Committee Assignment on Training Techniques
0945 - 1035 Assigned Cage

1045 - 1115 Reeding (Directing the Teamn)

1115 - 1230 "A1l I Need Is A Cenference®
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Friday, 21 January
DIREGTING (continued)

0830 - 0915 Discussion of fLssigned Case
0925 - 1015 Lecture: Leadership in First-Line Supsrvision
1025 - 1055 Reading (Commmnication and Coordination)

1105 < 1230 Self-Analyeis Quiz For Supervisors
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Monday, 2l Jamary
DIRECTING (eontinued)

0830 = 0930 Lecture: Responsibilities Upward
0940 - 10506 Committee Assignment: Relationships Upward
1300 = 1145 Lecture: Ccmmunication and Coordination

1155 = 1230 Review Session
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Tuesday, 25 Jamary

PLANNING
0830 - 0930 Reading (Responsibilities Upward and Planning)
0940 - 1040 Lecture: Planning
1050 = 1130 Planning Assignment
140 = 1230 Case: | 25X1

Wednesday, 26 Jamary

CONTROLLING
0830 - 0940 Leeture: An Operating Superviscr's Problems
. in Controlling
0950 - 1030 Reading (Controlling)
1040 - 1130 Tke Tools of Control: Personnel Precedures

1140 - 1230 Ageigned Case
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Thursday, 27 January

CONTROLLING (continued)

0830 - 08sC Analysis of Planning Papers
0900 - 0950 Lecture: The Tools of Control = Analysis of
Work Methods and Work Flow
1000 - 1105 Case: 25X1
1115 - 1230 Committees: Control Aspects of Four Personnel
Problewms

Friday, 28 January
CONTROLLING (continued)

0830 - 0940 Assigned Case
Sumary |
0950 = 1030 Gritique of Course and Turn in Materials
1040 - 1140 Committee Asaignment: "Advaneing Supervision

1145 - 1230 Improving Supervision on the Job
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SCHEDULE FOR BASIC SUPLERVISICHN COURSE 7?5
1, - 28 Febrvary 1955

First Veek

Monday, 1l February
0845 = 0930 Introduction %o Course
ORGANIZING |
0930 = 1015 Lecture: Formel Organization
1025 = 1130 Reading (Formal Orgrization)
1130 « 1230 Lecture: Informsl Orgsaization

Tuesday, 15 February

0830 = 0930 Lecture: The First Lins Supervicer in the
- Manegenent Picture

| 0940 = 1030 Res.ding' (Informal Organisabion)
- 1030 « 1130 Assigned Case
DIRECTING |

1130 = 1140 Introauctibn %o Directing

11L0 = 1230 Reading {Directingz the Tndivizesi) ’ |
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Wednesday, 16 February
DIRSCTING (continued)
0830 = 0920 Reading on topics of "The Tndividual® and “The Team"
(930 = O9L5 Comments on Mission = Function Papers
O9L5 = 1045 Assigned Case |

1100 = 1230 Analysis of Typical Problems of Supervigion

Thursdayy, 17 February
0830 = 0930 Group Discussion: Training Techniques
09L0 = 1030 Assigned Cass
1030 =« 1110 Reading on topic of "The Team®

1110 = 1230 Movie: %A1l I Need is a Conference!

Friday, 18 Fetruary
0830 = 0930 Lecture: Leadership in Firste-lire Supervigion

0940 ~ 1030 Reading on topics of "Commmmnication® and
"Coordination®

1030 = 1145 Self-Analysis Quiy for Supervisers | é

1145 « 1230 Assigned Case
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Second Week

Monday, 21 February
DIRECTING (contimued)

0830 = 0930 Lecture: The FirsteLine Supervisor's Responsibilities
- Upward

0940 - 1050 Committee Assigmment
1100 « 13140 Lecture: Commnication and Coordination

115 « 1230 Review Session

S’

- Wednesday, 23 February
"PLANNING AND CONTROLLING

0830 - 0900 Assignmsnt on Planning
0900 - 1000 Lecture: A Case in Plaming

1010 - 1045 Reading on topics of ”Respons:l.o:.llties Upward®
and "Planning®

1045 - 1135 Assigned Case

13140 - 1230 Lecture: Planning in the Job of the FirsteLine
Supervisor . ®
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Thursday, 2ij February

PLANNING AND CONTROLLING (continued)

0830 = 0940 Lectures: Controlling
' An Operating Supervisor's Problems in
Controlling

0950 = 1105 Lecture: The Tools of Control - Analysis of Work
Methods and VWork Flow

1115 - 1230 Assigned Case

! Friday, 2Y February
0830 = 0900 Analysis of Planning Pepers
0900 = 1000 Lecture: Tools of Control - Persgonnel Procedures
1010 = 1110 Assigned Case

1115 - 1230 Committees: Control Aspects of Four Personnel
Problems

Monday, 28 February
0830 - 0940 Assigned Case
0950 = 1030 Critique of Course and Turn in Materials

1030 = 1200 Committees: Advancing Supervision

1200 - 1230 Improving Supervision on the Job
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MEMCRANDUM FOR: A1l Training lisison Officers
FROM: Direstor of Training
BUBJELT 3 Suporvieion Course for Intelligence Officers
7y A "%. An sxperimenial presentation of s course in supervision

fox the Inveliigence Offizer with substantive r»apgnaibflisie&
will ba given 16 - 27 May,

Zo Thig anncuncems:t supersades Lhe ons already distributed
snnounaing a Baale Supervisicn courss for thoss dates.

3. The new courge iz desigmed for imdividuals whose main
rezpensiolliivy is substantive research but who alag have sons
sanageuent resporsibility as project leaders or who otherwine
direst or lead cther amalystz or technical persommel. The courns
will adapt slemests of bolh Basic Menagemert and Basle Supssvision
as they spply &e the substantive ezpert ot & relatively bigh Ievel.

L. This presentaticn will be open to all OFffices for
appropriate individusls at gredsz GS-12 through GS~Ik.

25X1A

v METTHEW RAIRD

CIA THTERNAL U5E ONLY
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BASIC SUPERVISION COURSE #6
21 March -~ 1 April 55

Monday, 21 March
08LkS - 0930 Imtroduction to Course
QRGANIZING

0930 = 1015 Lecture: Formal Crganization
1025 = 1030 Written Assignment _
1030 « 1140 Reading: Formal and Infermal Organisation
. 145 ~ 1230 Lecture: The First-line Supsrvisor in the Managemsab
Picture

Tuesday, 22 March

0830 = 0930 Lecture: Informal Organigation
0940 - 1030 Reading: The Individual
1040 = 1130 Assigned Case

DIRECTING

1135 = 1145 Tntroduction to Directing
11)5 - 1230 Reading: The Individaal

Wedneaday, 23 March

0830 - 0845 Comments on Assigned Papers

0845 = 0950 Assigned Case : ‘

1000 = 1050 Reading: The Team - ‘

1100 - 1230 Group Discussion: Analysis of Typical Problems
of Supervigiocn

Thursday, 2l March

0830 = 0530 Croup Diecussion: Training Techniques for tLhe Firste
' Lineo Supervisozr

0940 « 1020 Reading: The Team

1025 = 1110 Assgigned Cage

1110 = 1230 Movie: ®A1Y I Heed iz a Conforence®

Friday, 25 March

- 0830 = 0930 Lecture: leadership in First-Line Supervision
0940 = 1030 Reading: Commmnication and Coordination
1035 = 1115 Assigned Case ,
1115 - 1230 Self-Analysis Quis

NOTE: Reading "Responsibilities Upward® to be done
outgide scheduled class time,
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Second Wesk

Monday, 28 March
DIRECTING (cont'd)

0830 -~ 0930 Lecture: The First-Line Supervisorta Respensibilitien
Upward

0940 = 1050 Growp Discusesion: Boas Relabigns

1100 « 1140 Lecture: Communication and Coordi:zatisa

1145 -« 1230 Review Session

Tuesday, 29 March
PLANNING AND CONTROLLIRG

0830 - 0845 Assignment on Planning

0845 = 0930 Lecture: Planning in the Job o7 the First-Line
: - Supervigor» |

0940 < 1030 Reading: Planning and Controliing

1035 ~ 1115 Lecture: A Case in Planning

1J20 = 1230 Azsigned Case

NOTE: Any remainizg reading %5 be done cubgide scheduled
class time,

Wednesday, 30 March

0830 = 0900 Lecture: Imtroduction to Corpbrelilag

0900 « 1000 Aassigned Case

1010 = 1100 Leciure: Tools of Control

1200 - 1130 Analyeizs of Work Methodz and Flow
1140 = 1230 Conitrol Quis .

Thurgday, 31 Karch
0830 -« 0845 Analyzis of Planring Papers
08LS = 0945 Assigned Cese
0955 = 1100 lecture: Tools of Control - Perssuneld
1110 -~ 1230 Asgigned Cape

Friday, 1 April

0830 = 0930 Agsignad Case

0940 = 1100 Group Discussion: Adventing Swup:rvizien
1105 = 1145 Critique 2nd Turn-in of Material
‘1145 = 1230 Group Discussion: JImproving Swpervizion
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{:} Second Week
Monday, 25 April
[ DIRECTING (contimued) |

0830 - o945 Lecture: The First-Line Supervisor's
, Reaponsibilities Upward
0955 = 1100 Group Discuesion; Boss Relations
1105 - 1145 Lecture: Commuinication and Coordination
1150 - 1230 Written essignment

Tuesday, 26 April
| ELANNING AWD GomTROLLTNG |

0830 - 08L45 Assignment on
08L5 -~ 0930 Lecture: Planning in the Job of the
: First-Line Supervigor
0940 - 1030 Reading: Planning and Controlling
1035 - 1115 Lecture: A Case in Planning ’
1120 = 1230 Assigned Case
NOTE: Any remaining reading to be done outside scheduled
class time,
Wednesday, 27 April
0830 - 0900 Lecture: Introduction to Controlling
0900 - 1000 Assigned Case '
1010 - 1130 Lecture: Tools of Control - 4nalysis of _
Work Methods and Flow ;
1140 - 1230 Control Quiz ’ §
Thursday, 28 April |
0830 -~ 0845 Analysis of Plarning Papers
0845 = o945 Assigned Case T
0955 - 1100 Lecture: Tools of Control - Personnel £
1110 - 1230 Group Discussion: Control Agpects of Super- :
vision Problems :
Friday, 29 April
0830 - 0940 Assigned Case
0950 - 1040 Critique and Turn-in of Material
1045 - 1200 Group Diecussion: Advancling Supervision

1200 - 1230 Group Discussion: Impreving Supervision
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BASIC SUPFRVISICH #7

Monday, 18 April

18 - 29 April 1955

First Week

0845 - 0930 Introduction to Course

0940 = 1030 Lecture: Formal Crganiszetion

1035 - 1040 Written Assignment

1040 = 1140 Reading: Formal and Informal Orgenizatlon
115 = 1230 Lecture: The First-line Supervizcr in the

 Tuesday, 19 April

Management Picturs

0330 = 0930 Lecture: Informal Organisasion
0940 - 1030 Reading: The Individual
1040 = 1130 Assigned Czse

/ fDIREGIL
1135 = 1145 Intreduction to Diresting
1145 < 1230 Reading: The Individual

Wednesday, 20 April

0830 = 0845 Comments on Assignod Papzrs
0845 - 0950 Amslgned Case ’
1000 - 1050 Reading: The Team
1100 = 1230 Group Discussion: Analysis of Typicel

- Thursday, 21 April

Probiems of “vpervizien

0830 = 0945 Group Discuseion: Training Tectmiques for tho -
, Flrste-Line Supezvisor

0955 = 1000 Intredusiion to "The Grouvp”

1000 - 1105 Reading: The Teanm

1110 = 1230

Fridsy, 22 April

Povie: "AlL I Need is a2 Cealerence”

08630 - 0930 Lecturs: Lasdership in First<Line Suservisicn
0940 - 1030 Reading: Commmnication end Ceordinetion

1035 = 1115 Apsigned Cace :

1115 = 1230 Self-Anslyais Quiz

NOTE: Reading assignmsnt "Responsibilities Upward" tec ba

done outside scheduled claass time.
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Monday, 16 May
0845 - 0930
[ CRGANLZING |
0940 = 10L0

1050 = 1130
1130 - 1230

Tuesday, 17 ¥ay

0830 = 0900
0910 -~ 1000
1000 - 1100
1110 = 1230

: Wednesday, 18 May
[ DIRKGEING

0830 - 0850
0850 = 0950
1000 - 1100
1110 = 1230

Thursday, 19 May

082c - 0945
0955 = 1100
1116 = 1230

rriday, 20 May

0830 = 9945
0955 - 1040
1040 - 1140
1145 = 1230

]

1827 Kay 1955

Introdaction to Course

Ioctura: Foramal Organicstion

Beeding: Formal Organizabion

Lecturs: The Senlor Anslyss ir =he Monacewen
Plcturs

Virltten sesigmment
Rezding: Informal Orgznvizz
Lacturs: Informal Orgrciz:
Assigaed Caac

Totraduction to Directirg
Rezding: Cozmaunication

lecture: Heane of Cemnanlcailaon
Lssigned Caze

Cermitiec Aesizomsnbs Frorlere 32 Arociing
Reeding: Toe Idiwlduc]
Self-Anelyslis Quis

Comzittoe Acsigament: Terisi Cmeoimch rol
Reeding: The Tosm

Lecturea: Lepdsrshin

4ssizned Case
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Second Waek

Monday, 23 May
DIRECTING | (cont'd)
0830 - 0920 Readlng: Coordination
0930 - 0950 Written Assignment
0950 - 1100 Lecture: Coordination as an Integral Part of
: Intelligence Productiocn
1110 - 1230 ~ Movie: "All I Feed Is a Conference"
Tuesday, 2l May
0830 - 0945 Lecture: Responsibilities Upward
0955 - 1030 - Readlng: Responsibilitics Upsiard
1030 - 1130 Assigned Case : _
1135 - 1230 - Committee Assignment: Boss Relations
Wednesday, 25 May
PLANNING |
0830 - 0915 Lecture: Plamning Responsibility of ¢he
First<Line Supervisor
0925 - 1015 Reading: Planning
1020 = 1120 Lecture: A Case in Planning
[ CONTRQLLING ] . |
1130 - 1230 Group Discussian: Control Aspects of the 1

Supervisoria Job
Thursday, 26 May

0830 - 0900 Readlng: Controlling é

0900 - 1000 Lecture: Some Controls over Requirexents 1

and Reports :
1010 - 1130 Assigned Case . ¢
1135 - 1230 Lecture: Tools of Control - Pergonnai

Friday, 27 Mey | :

0830 - 0930 ~ Committee Assignment: Control Aspects of 4

' Pergonnel Froblemz £
0940 - 1030 Critique and Turn-in ¢
1040 = 1150 Committee Assignment: Advencing Supervision :

1150 - 1230 Group Diszcussion: Improving Supervision




Fonday, 20 June
0845 - 0940
| ORGANIZING |

0950 = 1030
1035 = 1040
1040 - 1130
1130 - 1230

Tuesday, 21 June

0830 - o940
0945 - 1030
1040 - 1130

[DIREanG} ' |

1135 - 1145
1145 - 3230

Hednesday, 22 Jure

0630 - 08io
0845 - 0550
1000 - 1050
1100 - 1230

Trarsday, 23 Junz
0830 - 0950
1000 - 1605
1005 - 1115
1115 - 1230
~ Priday, 2l June
0830 - 0930
0940 - 1030

1035 - 1115
1115 - 1230

EOTE:

A
- i i AN ‘ ; }
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Reading asaignment "Re
outeide scheduled clsss time.

EASIC SUFERVISION #

20 June - 1 July 1955

Intreduction %o Cecuzse

Lecturse: Formal Orgzanization

Yritten Assigmment

Reading: Formel and Informal Orgenization

Lecture: The First-Iins Suparvisor in the
Hanagement Plcture '

ILscture: Informal Organization
Reading: The Individael
Lesigned Cage

Introdustion to Directing
Reading: The Individual

Comments on Assigned Papers
fi8igned Caze
Feading: Tho Team
(roup Dizcussion:
of Supervisiocn

Urovp Diecuesion:
Firsgt-Lino Sepsrvigor

Introductlion %o "The Tesm®

Feacing: "ihe Tean"

Hovie: "All I MNeed is a Conf'erencen

Leeture: Leadership in First-Line Supexvis
Reading: Commundcation and Coordirziion

4ssigned Case
Self-Analysie Quig

030A000100010040-5

Analyeiz of Typical Probleas

Training Yechaigues for the

gpensibilities Upwazd™ to be donc
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Sacond Week

Monday, 27 June
DIRECTING (cont'd)

0830 - 0910 Lecture: Communication and Coordination

0920 - 1020 Assigned Case

1030 - 1130 Lecture: The First-Line Supsrvisor's Responsibilities
Upward

1135 - 1230 Group Discussion: Boss Relations

Tuesday, 28 June

' PLANMING and GONTROLLING

0830 - 845 Assigmmont on Planning
0845 = 0930 Lecture: Planning in the Job of the First-Line
Supervisor -

09h0 - 1040 Reading: Planning and Controlling
1045 - 1125 Lecture: A Case in Planning
1130 - 1230 Assigned Case

NOTE: Any remeining reading to be Gone outside acheduled
class tima.

Wednesday, 29 June

0830 - 0930 Lesture: Controlling
0940 - 1050 Apssignsd Casos

1100 - 1140 Lecture: Tools of Control - Analysis of Work
Hathods and Flow
145 - 1230 Movie: "Mr. Supervisor"

Thursday, 30 June _
0830 - 0845 Analysis of Planning Papers

0845 - 0945 Assigned Case ' ;,
0955 - 1115 Lecture and Discussion: Tools of Control - Personnel :
1125 - 1230 Group Discussion: Control Aspects of Supervisory H
- Problems B
Friday, 1 July | | .
0830 - 0940 Asslgned Casa
0950 - 1040 Critique and Turn-in of Material
1045 - 1200 Group Discussion: Advancing Supervision

1200 - 1230 Group Discussion: Improving Supervision




h)

e . —— J— e > —

Monday, 26 September
084S - 2000
| RGANTZING |
1010 - 1120

1130 = 1230

Tuesday, 27 September

0830 - 0920
- 0940 = 1020
1030 = 1140

10 - 115
115 - 1230

5 5 >

a‘:\,i’ : !
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BASIC SUPERVISION #10

26 September - 7 October 1955

Introduction to Course

Reading: Introductory Material
Crganizing

Lecture: The First-Line Supervisor in the
Management Picture

Lecture: Formal Organization
Reading: Formal and Informal Qrganizaticon
Lecture: Informal Organization

Intreduction to Direecting
Assigned Case

Wednesday, 28 September

0830 - 0845
0845 - 0950
1000 - 1050
1100 - 1230

0830 = 0930
0940 - 1050

1100 - 114
115 - 1230

Friday, 30 September
0830 = 0930
0940 = 1030
1030 - 1115

1115 = 12320

Comments on papers

Lecture: Communieation

Reading: The Individual,

Group Discussicn: Analysis of Typieal Prgblems
' ef Supervision

Thursday, 29 September

Aasigned Casa v :
Group Discussion: Training Regponeibilities of

the Flrst-Line Superviser
Reading: The Teanm

Asslgned Case

Lecture: Leadership aud the Needs of the Group

- Assigned Case

Reading: Respoasibilities Upward
Ceordiraticn
Supervigion Seilf-Analysis Quiz

VR G

S
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25 Novenber 1955

HMEHMCORANDUM F(Rs Traiviog Lialson Officers
SUBJELT s Sehedulo of Begic Supervision Courses

1. The follewing schedule of presentations of the Basic Supervision
Course %0 be given 1 Jamsary - 1 J 1y, 1956, supersedes any ohher
aanounced schedvle for this course.

2. Az a rosult of new figures submitted, OPR can best zerve all
cffises by the follewlrg grade sllocatigne in the schodule:

28 November - 9 Descmber G5~12 through 1k
¢ = 20 Jarmary GS=5 through 7

6 = 17 Febroary (8<% through 31
12 - 23 i‘ffére.h. GS=12 tbrmﬁa 14
9 o 20 April GS=9 through 11
T =18 May - 0S=5 through 7

L = 15 June G5-F through 13

3, ¢ the oumber of students reglstered for Busic Supervision :

warrsnts 1%, sdditional presentaticns will be scheduled ag fagilitias
permit. In this case a notice will be sent cut in advapce of the
spesial prosendation wo give you the necessary information..

25X1

MATTHEY BAIRD
Dirasctor of Trainipg

CoeQeB-F =T-DoEmf-ToI-A-L
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15 December 1955

MEMORANDUM FOR: Training Liaison Officers

SUBJICT: Additional Presentation of the Basic Supervision Course

1. The Basic Supervision Course for GS-5 through GS-7 applicants,
scheduled for 9-20 Jamuary, has been heavily oversubscribed. It has
bsen possible to secure space and arrange instructors® schedules to make

an extra presentation.

2. The schedule for this course for the next twe months is as

followss
(Previously 25X1
scheduled) GS-5 « 7 9-20 Jamiary Room 155
(Extra) GS=5 - 7 23 January - 3 February Room 130
(Previousl
scheduled) G8-9 - 11 6~17 February Room 155

25X1A

MATTHEY BAIRD
Director of Training

C-0-NeF=I-DeE-N-T-I-A-L-
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28 Marah 1956

MEMORANDUM F(R: Training Jdaisen Officers

SUBJECT »  Additional Presentation of Basic Supervisien for GS 5-7

1. In additeidn to Banle Supervision scheduted for 718 May €GS 5-7),
there will be an extra presentation far the sams Zrade levels from 30 April -

b May. 25X1A

2. The extre sourse will be given in Buvilding I:l Room 130. Begauge
of zpace and staff Iimdtations 14 is necessary to schedule this additional
zun on the bagsis of eight hours a day for one week. OKNLY THIS ONE BASIC
SUPERVISION PRESENTATTION IS NCW SCHEDULED FOR ONE WEEK, FULL TIME.

3. Tor thie extrs eswrse, students will be called cn for several
hours’ reading (up te eight heurs) before the course begins. Readlng
material will be sent in advamme to siudents who are enrolled.

lio Please call the OIR Reglstrar as soon as pessible and confirm 25X1
your reglstrations for sither one of the two courges:

Basie Supervisior #19 (GS 5-7) On= week oniy  0830-36LS Foom 130, ;
30 April - L May

‘Basig Supervision #20 (GS 5-%) Two weeks 083C-1220 PRcowm 155,
7-18 May

25X1A |

Acting Direstor of Traiming

Ce-OxHaF ~L-D-E=NT=I~A-,
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Bapis Sunezvisien Uoupsesn

» Dotan S : Grades
26 Septembor-7 Cotodor 195% | 9 tiwe 13
24 Ogtebor-4 November 1055 o 42 "' 34

28 November-% Necombar 19558

A&]
a
-2

9=20 Januczy 1956

QO w3
2
3

637 Febreary 1956

Eaein Yormmeenent Comrane
Baton 7eGes
3223 Scpiembop 1953 i1 thea 13
10-21 Ootobor 1955 -7 g
7=21 Howomber 1953 3 ¢ 35
1223 Docezbor 1955 WS 33
23 Jepvarys3 Fobzusry 1955 2 0" 34

&

o
fett
R

20 FPedrunyy-2 Manoh 19556

8B G.RIT
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MEMORANDUM FORs Trairdng lisdson Efizers (for dizuributien)

SUBWJEGT ¢ Hominations for Bauis Supervigion Course

Yo It ig requested that the iraining request fsrms for Bugis
Sup_eﬂ?‘i%ieré gtate clearly ithe gtudent'y EUDETVLISCEy duities. srnd he purne8e
o be zerved by aemding him tu the sourse. 3asic Supervision haz been
heavily cverauvbseribed during he past four months. In spite of thres extra
presentztions glven so far thia Yeur, there have been mire csrdidates than
OpRIAngE, ard it has been necessary for (TR to distribule the available alots,

2, I general, students belng nomirated for basis Sapeivision are of
Fove wypms:
/ FpeE s

2. Those who are cayrying fvil responsihbiiity az firsteline
Supervisors, having z swbstantial delegation of responsti-
0illty and being fequired o gpend halfl to full tiwe an
guperviyiong

b,  Individuals whe have sssuged Lmited supervisory duties ¥

o lodivideala who are mot new AVpervisicg, bui whe are
sluvesl 10 take over supervisory dutles in the futeres
ing avd for whom ro
tmmediate yuperviscry Jot iz intended. byt whane woEl ig
suech as to make clarification of HUpervisary pribsipies
ol sums henefid. '

e Lrgfividvals who are not surerviz

3.  Simpe Bamie Supervislion is dess gopd. for guperviscrs, us impeovse
their effectivenens ip a Jub currently veing performed s OIR iz siving
priority te the first group. Tha course san ascomwduze a rezaonsbhia
propereioen of ptudenis of the zer ord tyre, amnd 2 spsil rumpber, preferably

e mmre vhan two or three in any bregentation, from the thirc ard feurth
groups . :

Lbe The selesticn zan be made mare falrly, and the trairing pade more
effective, if the trairing request forzs zive a clear degeription of supere
7igory duties and the reason for the request at this tims,

LoQeNeF«I-DeFeN-T-1wk=L
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T v} . e . ;
benei’g; fffisz;emo bas shoun that the student whe gets the great.egs
1] L L7 i course i3 the one who understarnds + u -
perslit from the o Wik erstards from the starh why be
were and how he will be asked b appiy whos he - ; i
that ooty pay o he il - ¥9 aPPAy what nhe lesyns. T iu urged
Lhat cse 3, eoming to the courss be brd i y
e ALy zalk vlefed--preferabls Big
SURErvlser=-z8  why he is being sent. Preveratly by xa

25X1A 6. Fleage consalt with b i
particular gituation requiring Zlarilication, about azy
25X1A

MATTHEW BATIRD
Director of Tradning
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